
How to Place a Writ with 
Sheriff and Serve USERGUIDE 

Select Open Writ with Sheriff and Serve. 

In the What would you like us to do? Select Writ Service.” 

Once you are logged into the customer portal, click on ”Place an Order.” 

Then select the County, Location, and the Dept/Div (no data applicable) 

Select a Writ Type: If Attachment or Execution is selected then select from the drop down list 
the type of Attachment or Execution 

On the provided login page, type in your email, password and click on the ”Login” button. 

Please note: We recommend using any modern browser for the best experience. 
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Enter your case number. If it's an existing case the data will generate but if it's not an 
existing case then the portal will prompt the user to enter the case information. 

Party(s) To Serve 

Click on “Next.” 

4 Enter the party(s) that will be served by clicking the Add button and save 

Click on “Next.” 
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If Attachment and Real Property is selected a "Note" will generate ("Note" will only display for Attachment 
with Real Property)  then see step 4. 

If Earnings Withholding Order is selected then enter the Party to Serve, Role and Address. Click on "Next" 
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Next, if your case does not exist in the portal then you’ll need to enter the case participants such as 
the Plaintiff and Defendant. 

If you select “Yes”, based on how your account was set up, a “Billing Code” may be required to 
proceed. The “Billing Code”  is your firm’s internal, billing, or client matter number code on a 
particular case. If you do not have a billing code, enter 'N/A'

On the Documents Tab, there are 3 options to submit documentation necessary to complete 
your Process Serve order: 

• Upload – upload document(s) directly from your computer.
• Mail – provide a list of document(s) to be mailed separately.
• Existing Documents – select previously uploaded document(s) from an existing case.
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To upload documents, enter the title of the document you wish to upload in the Document Title 
field and click the ‘Attach File…’ button to upload your document(s). 

Note: as you type in the Document Title field, the application will dynamically display titles that 
match your input. You may pick from the list provided or type your Document Title free form. 
Important: Original Writ of Executions has to be uploaded and then mailed to our Monterey 
Park office 

Each document is recommended to be uploaded individually. Please repeat the process as 
many times as you need until all your documents are uploaded, e.g., Writ, Declaration, Ex 
Parte, etc. 

Or select the “Mail” option and enter the title of the document you wish to mail in the 
Document Title field. Please estimate total pages of all documents. 

Or select “Existing Documents” and you can select document(s) you have already uploaded 
on case. You have the option to view and the select which document(s) you would like to use 
for this order. 

Click on “Next.” 
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Select a service level to deliver the packet to the Sheriff 

Click on “Next.” 

Select the Sheriff Fees 

Notice to Other Parties: add the name(s) and addresses of the parties that will be notified via email 
Click the Add button and the Name of the Interested Party, Role, and Address 

Click on “Next.” 
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Select a service level to serve the party 

Add any special instructions you may have for Direct Legal. The portal will  also generate 
your estimated service fees. 
Note: if you would like Direct Legal to draft your documents, copy and paste the following to 
the Special Instructions. Please draft all necessary Levy documents to open the levy, 
serve the entity, and file the proof of service with the sheriff for additional fees. 

Click on “Submit” 

Your order numbers will generate. You can print the Order Confirmation and/or 
Routing Pages by clicking the appropriate Print Confirmation button. Attach the 
confirmation work order to the writ package when mailing to Direct Legal. 

Example: Order Confirmation 
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